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From Conmmandi ng O ficer
Subj : DETAILS

Ref : (a) NASPAXRI VI NST 12335.1
(b) Agreenent Between NAWCAD Pat uxent River and
Aneri can Federation of Governnent Enpl oyees Local
1603 AFL-CI O, Article 8, 1997

Encl: (1) Request for Approval /Extension of Detali

1. Purpose. To provide information on coverage, approval
and docunentation requirenents, and gui dance on the use of
details per provisions of reference (a).

2. Cancel | ati on. NAS PAXRIV I nstruction 12300. 6B.

3. Coverage. This instruction covers all details in the
conpetitive and excepted service for all activities serviced
by the Human Resources Departnent (HRO, except within and
to, the Senior Executive Service.

4. Definition. A detail is a tenporary assignnent to a
different position for a specified period when the enpl oyee
is expected to return to his or her regular duties at the
end of the assignnment. Technically, a position is not

filled by a detail, as the enployee continues to be the
i ncunbent of the position fromwhich detailed. (An enployee
who is on detail is considered for pay and strength count

pur poses to be permanently occupying his or her regular
position.) “Acting” assignnents designated by any net hod
are details for the purposes of this instruction.

5. Backgr ound

a. In view of the clear purpose of a detail, and since
over-long details may conflict with other statutes which
require that enployees be qualified for the work assigned,
that their positions be properly classified, and that they
be paid per that classification, the Ofice of Personnel
Managenent (OPM has placed limtations on details. These



limtations are the nmeans of assuring that applicable | aws
governing pay and the nmerit system are observed. Tenporary
pronotions are generally the nost appropriate way to provide
tenporary services in higher graded positions when the
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assignnent will last for an extended period of tine (nore
than 30 days). Details, on the other hand, are intended
only for brief service in which no other staffing
arrangenent woul d be practical

b. To neet the intent of OPM and Departnent of the Navy
(DON) requirenents, supervisors and managers shoul d consi der
using alternative procedures when other than brief periods
are involved. Sone suggested alternatives are:

(1) Restructuring organizational elenents.
(2) Tenporary pronotions.

(3) Rotating details.

(4) Tenporary additional duty assignnents.
(5) Tenporary appoi nt ments.

(6) Reallocation of duties.

(7) Permanent or tenporary reassignments.

c. Enpl oyees whose position descriptions specify that
they will act in the absence of their supervisors present
special problens. This is permssible for short term
assignments to occupi ed positions (e.g., vacation periods);
however, if the position is vacant or if there is an
ext ended period of absence (over 30 consecutive days), the
normal requirenents of this instruction apply.

6. Use of Details

a. Wen Permtted. Details are intended only for
nmeeting tenporary needs of the organi zati on when necessary
servi ces cannot be obtained by other desirable or practical
means. Details may be nmade appropriately under
ci rcunst ances such as the foll ow ng:

(1) Energency Details to neet energencies occasi oned
by abnormal workl oad, special projects or studies, change in
m ssion or organi zati on, or unantici pated absence.



(2) Oher Details pending official assignnment,
pendi ng description and cl assification of a new position,
pendi ng security cl earance, and for training purposes
(particularly where the training is part of an established
pronoti onal or devel opnental program
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b. Wen Prohibited. Detailing enployees to other kinds
of positions or to other exam ning jurisdictions imed ately
after conpetitive appoi ntnent conprom ses the conpetitive
principle and is not permtted. Except for an energency
detail of 30 days or |ess, an enpl oyee nust not be detailed
for at | east 90 days after initial appointnent.

7. Requirenents for Docunentation and Limtations on
Details. An enployee may be detailed to a different
position or set of duties at the same grade |evel, a higher
grade level, or a |ower grade |evel except as noted in 6(b).
Al t hough an enpl oyee does NOT have to be qualified for the
position to which detailed, there nust be a reasonable
expectation that the enpl oyee can performthe duties of the
position. The enployee wll be conpensated at the rate of
basic pay for the position fromwhich detail ed.

a. A Notification of Personnel Action (SF-50) nust be
used to docunent details of |longer then 30 days. Therefore,
supervi sors/ managers should submt a Request for Personne
Action (SF-52) and enclosure (1) to HRO These docunents
must contain the follow ng information:

(1) Reason for the detail or extension of detail.
(2) Effective date.
(3) Term nation date.

(4) If to an unclassified position, a brief
statenent of the duties to be perforned.

(5) If an extension of over 120 days, rationale for
approval or disapproval.

(6) If an extension to a higher grade position
exceedi ng 120 days, documentation that conpetition was hel d.

(7) Approval date.



Requests for details wthout this required docunentation
wi Il not be processed and will not in any case be nade
retroactively. One copy of the SF-50 will be given to the
det ai |l ed enpl oyee and one copy wll be filed on the
permanent side of the O ficial Personnel Folder (OPF).
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b. Docunentation is not required for the detail of a
career or career-conditional enployee who is being assigned
to performduties of a position which is either an identical
additional position or a position of the sane grade, series
code, and basic duties as the position to which the enpl oyee
is regularly assigned.

c. Initial Details and Extensions. Initial details and
extensions will be increnents of no nore than 120 days.

d. Detail to the Sanme or Lower G ade Level

(1) Details of 120 days or |ess may be authorized by
Depart nent/ Conpet ency Heads and need to be docunented by an
SF-50. (See 7(a) for docunentation requirenents.)

(2) Extensions of details beyond 120 days may be
aut hori zed by Departnent/ Conpetency Heads in 120 day
increments for up to one year. (See 7(a) for docunentation
requi renents.)

e. Details to Hi gher Grade Levels or to Positions with
Known Pronotion Potenti al

(1) Except for brief periods of service, details to
hi gher grade | evels are di scouraged unless such a detail is
determined to be in the best interest of the organization
and that these interests cannot be better served by either
reassi gnment (tenporary or permanent) or by tenporary
pronoti on.

(2) Details of 30 days or |less may be authorized by
t he Departnent/ Conpetency Head. Details for 31 to 120 days
must be docunented by an SF-50. (See 7(a) for docunentation
requi renents.)



(3) For enpl oyees covered by reference (b), when
detailed to a higher graded existing vacant position for a
period in excess of 45 cal endar days, the enployee wll be
temporarily pronoted on the 46" day, provided established
qualification and eligibility requirenents are net.
Managenment will ensure that eligible enployees in the
| mredi ate work area are given the opportunity for detail to
t he hi gher graded existing position to the extent possible.

(4) Details exceeding 120 days to hi gher graded

positions, or to positions with known pronotion potenti al
must be made under conpetitive staffing procedures per
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reference (a). Departnent/Conpetency Heads may authori ze
extensions in 120 day increnents for up to one year. (See
7(a) for docunentation requirenents.)

f. Details to Unclassified Positions

(1) Details of 120 days or |ess may be authorized by
Depart nent / Conpet ency Heads and need to be docunented by an
SF-50. (See 7(a) for docunentation requirenents.)

(2) Extensions of details beyond 120 days may be
aut hori zed by Departnent/ Conpetency Heads in 120 day
increments for up to one year. (See 7(a) for docunentation
requi renents.)

g. Extended Details During Mjor Reorgani zations

(1) The use of extended details during major
reorgani zations (i.e., reorganizations causing the rel ease
of 5% or nore enployees) is limted to those enpl oyees whose
grades are adversely affected during major reorganization
and Reduction-in-Force (RIF) actions would otherw se be
requi red. Extended details should be for the m ni mum peri od
necessary to facilitate the reorgani zati on. These enpl oyees
may be detailed to higher grade positions, in 120-day
increnments, up to one year per procedures cited in paragraph
7(e).

(2) This authority may not be used to delay required
actions based on m sclassification or change in standards.



(3) No enployee in the conpetitive or excepted
service may be detailed consecutively in excess of one year
under this authority. Oher details in the past 12 nonths
count against the one year limtation.

(4) Before filling any vacancy on a pernmanent basis
during a reorgani zation, consideration nust be given to
enpl oyees on extended details. This is, however, only after
referral of enployees eligible for prior consideration for
pl acenent .

h. Details for Tenporary Enployees. Agencies may
detail a tenporary enployee to another position in the
activity if the position neets the criteria for tenporary
enpl oynent .
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8. Responsibility

a. HRO
(1) Assure that requests for extensions beyond 120
days are approved well in advance of the “Not to Exceed”
dat e.

(2) Assure that SF-50s are prepared and neet the
docunentation in part 7 of this instruction.

(3) Set up procedures for controlling, approving,
ext endi ng and docunenting details.

(4) Assure that details to higher grade positions or
positions with known pronotion potential are either
termnated after 120 days or that conpetition is held.

(5) Assure that the necessary docunentation required
is maintained and that the intent of this instruction is
met .

b. Supervi sors and Managers

(1) Assure famliarity and conpliance with the
provi sions of this instruction.



(2) Assure that SF-52s and enclosure (1) are
prepared per docunentation requirenents of paragraph 7 and
that requests for extensions are forwarded to HRO at | east
three weeks prior to the expiration date of the original
detail .

9. Revi ew Authority. The Director, HRO shall reviewthis
i nstruction annual ly, maki ng changes as necessary.

PAUL E. ROBERTS

Di stribution:
Distribution List I|I
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REQUEST FOR APPROVAL/ EXTENSI ON OF DETAIL FORM

NAME (Last, First, Mddle) SSN DATE RECEI VED I N HRO

PROPOSED EFFECTI VE DATE

PROPOSED TERM NATI ON DATE

REASON FOR DETAI L:

O UNCLASSI FI ED SET OF DUTI ES, BRI EF DESCRI PTI ON

| F DETA
I O BE PERFORMED

LT
OF DUTIES T




HAS PROPCSED DETAI LED | NCUMBENT BEEN UNOFFI CI ALLY DETAI LED
TO A H GHER GRADED POCSI TION W THI N THE LAST YEAR? | F YES,
PLEASE G VE DATES, POSI TI ON AND REASONS FOR DETAI L.

DCES TH S POSI TI ON HAVE KNOWN PROMOTI ON POTENTI AL?

ACTI VI TY REQUESTI NG OFFI ClI AL:

(Signature and Title) Dat e

Encl (1)
1-1
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|f detail to a higher graded position or to a position with
pronotion potential, conpetitive procedures were held on:

APPROVED DI SAPPROVED

RATI ONALE FOR DECI SI ON:

REQUI RED FOR SPECI AL PRQJIECT

ORGANI ZATI ON UNDERGO NG CA STUDY

REQUI RED TO MEET ABNORVAL WORK LOAD

CHANGE IN M SSI ON



OTHER ( Expl ai n):

HRO AUTHORI ZI NG OFFI Cl AL SI GNATURE DATE OF DECI SI ON

Encl (1)

1-2



